
LTO Preparedness
ARE YOU READY FOR THIS?



What is an LTO?

Welcome to your room!

Laptops, Red Folders, VM

What should your day look like? 

Long term plans?

Progress/Report cards? 

Where to find what you need?

Connect

BrightSpace for Staff (PD)

Using Medianet (ordering books and 
kits),

Getting familiar with Edsby

How to set up Edsby marks?

Mentors?

How to plan when you are away?

Ending your LTO, what do you need to do? 

Agenda



"Long-Term Occasional Teacher" means an 

Occasional Teacher who is required to teach under 

Section L3.1 for a period of nine (9) or more 

consecutive teaching days in the same assignment. 

An interruption in the assignment due to sickness, 

bereavement leave, or a professional activity day 

shall not interrupt the continuance of the 

assignment.



How do I get an LTO? 

Or on “the list?”

Long terms are awarded in multiple ways.

The current practices are based on the Local Collective agreement that expired last year.  

Hiring practices have been moved to the Provincial Collective agreement (meaning all the province will have the 
same agreement.

 



LTO Process 

for the 

following year 
(which would put you on the 

LTO eligibility list AFTER reorg.)

Step1: Begin on OT Roster (which is listed in MyGEC)

Step 2: Complete the following:

• select you want LTO’s on the annual Occasional Teacher Survey

• must have successfully completed the one-year probationary period.

• must have had a LTO of 80 working days or longer.

• must have had a successful LTO Evaluation (from an LTO of 80 working days or 
longer) and submitted a completed form from the PREVIOUS school year. (For 
example, to be eligible for an LTO post reorganization Sept 2023, a successful 
evaluation must be submitting to admin prior to June 2022.) 

Step 3: You will move to the LTO Eligibility List automatically. It 
is posted at the end of summer, ensure your name is on it.

Step 4: The calls which come out in August for LTOs will use the 
list generate from the previous year. 

• HOWEVER contracts are awarded during reorganization. At the time, the unfilled 
LTOs are assigned. However, at that point there may not be a specific reason 
someone got the LTO over you. It does not follow the seniority list.



LTO Process the rest of year

 Postings are sent out usually on a monthly a basis.  ANYONE can 

apply.  Even if you do not meet the LTO requirement lists.  You might get 

lucky and be the only person who applies to a certain job.

 You fall into one.  You get called for a daily and it keeps getting EXTENDED 

and EXTENDED.  On the 9th day, you are paid the LTO rate which is 

retroactive to the first day.  After 90 calendar days, you will receive an 

invite to join the benefits program.  (Coverage will also be retro to your first 

day, so keep any receipts.)



“

”

So LTO leads to a contract, 

or can I get a contract at any 

time?

YOU NEED A SUCCESSFUL EVALUATION  FROM AN LTO OF 80 DAYS OR MORE TO QUALIFY FOR A CONTACT

Short answer: Yes. 

Long answer: Yes, but not always.  Qualifications play a large role as well (For example, special 
qualifications with Deaf and hard of hearing.   



How do I get 

evaluated?

Once you have started your LTO which is longer 
than 80 days.  You will need to connect with your 
Principal regarding receiving an Occasional Teacher 
Evaluation. (Can be called an NTIP LTO Appraisal.)

NTIP is a minsitry program to assist and educate 
new teachers.  Due to shortages, the workshops 
have become less available for Occasional 
Teachers.  



Questions?
LTO PROCESS?

CONTRACTS?

OT ROSTER?



You got the call.
WELCOME TO YOUR CLASSROOM!



“

”

I’m here.  I am overwhelmed and 

unsure of where to even start.

WE HAVE BEEN HERE, AND IT IS HARD. 

The first couple days of your LTO may be challenging.  It is ok to take a few days to get to know the kids. 
Do some community building activities.  (First 20 Days of Literacy through SCDSB)



Join the Ontario Teachers:Google Drive.  Search SCDSB first 20 days.

Or try this link 

For math click here

Mental health

Click here

https://docs.google.com/presentation/d/1lODW4x4NSbVMN8dgbW55lNROf-D5MNcCJ3flAI3o9o8/present?slide=id.p
https://docs.google.com/presentation/d/1lODW4x4NSbVMN8dgbW55lNROf-D5MNcCJ3flAI3o9o8/present?slide=id.p
https://docs.google.com/presentation/d/1BijxDtb6k1_LWwAHuYTdK5c877R3MEHVzmJfV0d-FeY/edit#slide=id.g53358a14cf_2_234
https://smho-smso.ca/online-resources/the-first-10-days-and-beyond/


What else do you need to do?

Go to MyGEC, HelpDesk, Request something, Hardware Request

•Helpdesk is where you go for password resets, apps or software checks.

Book a laptop 
through IT

It is your responsibility to ensure this is up to date. Check other teacher’s books if you need too. Sectaries can 
help if you are missing any school related items. 

Check your Red 
Folder/Binder

Put in a ticket for a extension number.  Follow instructions.
Setting up your 

voicemail

It should only take a day or two but if it is taking longer, you can send a request to IT.  Make sure you have 
class list while waiting. Getting into Edsby

If you have access to Edsby then starting making your presence known. Introduce yourself.

If not, send home a letter introducing yourself with your school contact information.  

Do not wait until there is a problem to make yourself know.  

Parent 
Communication



Questions?
RED FOLDERS?

LAPTOP?

VOICEMAIL?

More details 

about Edsby to 

follow…



Planning

LONG RANGE PLANS,

WEEKLY PLANS

DAILY PLANS

SO MANY PLANS….



Plan, Plan and 

Plan some more

 300 minutes of Math per 5 day Cycle

 100 minutes of Literacy per day

 PE

 Cannot be changed

 French

 After grade 3, cannot change it.

 Arts (Dance, Drama, Visual Arts)

 Double period is always great, but you also need to 
rotate between other arts as well

 Social Studies, Science, Health 

 You do not need to teach these topics at the same 
time.  Break up the units and switch back and forth

Deciding how to plan can be 
a hard decision.

Here are some suggestions 
and guidelines.

Long range plans are no 
longer provided by school.  

Math is available on Ontario 
government website.

Block break 

down in next 

slides



Example of weekly Grade 6/7 schedule



Example of a 

daily plan

This is what was left for the OT when I 
called in sick.
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Questions?
DAILY PLANS?

WEEKLY PLAN?

BLOCK BREAK 

DOWNS?



A long-range 

plan is SO 

helpful.  There 

are lots of free 

ones. This is 

example of 

what is looks 

like…



Suggestion: 

If you are on 

Facebook, join 

the Ontario 

Teachers: 

Google Drive 



Questions?LONG RANGE PLANS?



Progress 
reports 
and 
Report 
cards
YOU DON’T NEED TO ASSESS 
EVERYTHING. CHECK FOR 
COMPLETENESS.

MARK WHAT YOU ARE GOING TO USE 
FOR PROGRESS/REPORT CARDS



Progress reports

COMMENTS ARE REQUIRED FOR AT LEAST 3 OF 
THE 6 LEARNING SKILLS AND WORK HABITS. A 
COMMENT MUST BE INCLUDED WHEREVER A 
TEACHER HAS INDICATED THAT THE 
DEVELOPMENT OF A LEARNING SKILL/WORK 
HABIT NEEDS IMPROVEMENT.

THE CHOICE TO INCLUDE COMMENTS FOR 
SUBJECT AREAS OTHER THAN LANGUAGE AND 
MATHEMATICS IS LEFT TO THE PROFESSIONAL 
JUDGEMENT OF THE TEACHER. 

A COMMENT MUST BE INCLUDED WHEREVER A 
TEACHER HAS INDICATED A STUDENT IS 
PROGRESSING WITH DIFFICULTY. WHEN 
WRITING COMMENTS, TEACHERS WILL INCLUDE 
STRENGTHS AND NEXT STEPS FOR 
IMPROVEMENT



Report cards

PRINCIPALS SHOULD GIVE DEADLINES AS 

TO WHEN THEY NEED TO BE SUBMITTED.



Questions?
PROGRESS REPOTS?

REPORT CARDS?

Report Card 

workshop is on 

the horizon



“

”

How do I find this? Where did 

they get that?

THE SCHOOL BOARD DOES HAVE RESOURCES FOR YOU.  CHECK FIRST BEFORE YOU PAY OUT OF POCKET

Connect, Brightspace for Teachers, Medianet/Media Centre



Connect

 Clever – IEPS tool

 Password Reset tool for school accounts

 CAS - if need to call must fill out sheet

 Helpdesk Ticket

 Leave of Absence Forms – must submit 

LOA form for days off other than sick 

days.

 Brightspace for Teachers

This is the where all of the links 
for everything are stored.

It will be helpful to become 
familiar with what is there.



https://connect.publicboard.ca/


Brightspace for 

Teachers

You will access all of your 
training from here.

You will also access

• Thumbnails (where 
curriculum information 
goes)

• Growing Literacy

• Report Card writing



Edsby

This is where you will access all 

things related to your classroom.

Learn to work with it. 



•Is done twice a day. 

•Check with your sectary as to 
what times it needs to be 
submitted

Attendance

•Best place to communicate 
with parents and students. This 
can be done together or 
individually

•Excellent to keep track of 
conversations.

•They never go away (even 
after you leave the Edsby
classroom)

Communication

•Can be a great way for 
students and parents to keep 
track of assignments that are 
due or missing.

•Also great for posting the 
handouts that go along with 
assignments

Posting classroom 
material, or 
assignments

•Ensure that you have set it up 
to reflect the strands for Literacy 
and French language.

•Literacy is broken down into 
Reading, Writing, Oral 
Communication, Media 
Literacy

Grade book

•Whether you use gradebook, 
OneNote, Excel, or paper.

•Your comments and marks will 
need to be inputted in the 
report card/progress report

Progress Reports 
and Report cards

•Some schools use the staff 
room to book a laptop cart on 
the calendar

•They may have updated forms 
and policies as well. 

School Staff room 
Group

•there are so mandatory groups, that 
Edsby will automatically add you into.  

•Other recommended groups-

•Media Centre

•post resources that are available online 
or by ordering

•Early Years

•for anyone in FDK

•Math

•Great to see what new resources, apps 
that are available

My Group



Questions?
CONNECT?

BRIGHTSPACE?

EDSBY?



Medianet

 Once you have an LTO you need to send 

and email to Dwayne Teskey 

Dwayne.Teskey@publicboard.ca

 He will assign you a login.  If you move 

schools or get a new assignment, you NEED 

to let them know. Or anything you order 

will get sent to the wrong school. 

 Join the Media Centre Edsby group.  

 Sara Weaver is continuously posting a TON 

of resources that you can access through 

Medianet, like movies, books and lesson 

plans

 They also post information about the 

Media Centre. 

This is your go to for novels, 
kits, movies, and other 
resources.

Publicboard.ca

 Staff

  Media Services

mailto:Dwayne.Teskey@publicboard.ca


What can I get from Medianet?

 Resources like:

   Math kids, science, kits, book bins, DVDs, Novel studies, 
Literature kits

 You can search by interest, and/or by division.  

 Always check here before you buy items in for your 
classroom.  

 Especially as an LTO teacher, you never know if you will 
end up in the grade level again.

 Access to ONCore and Learn360.  

 Both have a range of resources from TV shows, to 
printable PDFs with lesson plans.

 Movie Day or even a Date night?  

 Check out Criterion.  Tons of movies that are available.  If 
you are showing them in the classroom, check the 
divisional ratings and appropriateness for your class.  
There are tons of options. 



What is the Essex and Windsor Media Centre?

 Laminating

 Bulletin boards

 Binding, binder rings

 Stamp cutouts

 Poster sign printing, colour printing

 All available for your use.  

 If you are in an LTO, you will have them 
charge the school.

 If you are not in an LTO,  you can bring 
cash to cover your fees. 



Questions?
MEDIANET?

MEDIA CENTRES?



Last few things to remember…



Think about getting 

a mentor!

 Partnering with a teacher within the school who 
is teaching the same grade is beneficial and 
connecting with other staff (LST, ESL 
Teacher/Coach etc.) to know where to start 
programming for specific students with 
alternative needs.

It is a great resource having a 
mentor.  Maybe another 
teacher at your school or in 
the same grade.  If you need 
help looking for someone.  
Reach out.  Ask your principal.  



“

”
I am so sick.  What do I do now?

HERE ARE SOME THINGS TO REMEMBER WHEN YOU NEED TO TAKE A SICK DAY

Before being sick:

 Is your red folder/Binder up to date?  Check is often, especially after you have called in to ensure it 

is complete and up to date.

Ensure you have details notes for your OT. Think about the information you want as the OT.

 Attendance lists and times are always helpful.

 Attach anything they need to have a successful day.

It is your requirement to have 3 

days' worth of plans available.



What is in your 3 

days’ worth of 

lesson plans?

 Language

 Short story book reports

 Media reviews – watch a commercial on 
youtube.  Who is it for? What is the point? How 
truthful is the information?

 Write and present a 30 second monologue 
about any topic

 Create a kahoot

 Math

 Math escape rooms/puzzles

 Colour by number/equation

 Health

 Create a balance menu for a restaurant with 
a silly theme

 Science/Social Studies/History/Geography

 Topical One- pager – Chose a vocabulary 
word from the current unit.

It is a requirement to have 3 
days’ of emergency lesson 
plans.

Here are some examples of 
what it could include



“

”

I got my end date. What do I 

need to leave behind? 

YOU ARE REQUIRED TO LEAVE 3 FULL DAYS OF PLANS WHICH CONTINUE FROM WHERE YOU LEFT OFF. 

AS WELL AS ANY ASSESSMENT AND DOCUMENTATION YOU HAVE.

In the event the teacher being replaced wishes to return prior to the anticipated original date of return, the 

Occasional Teacher will be given five (5) days’ notice or placed on priority call out in lieu of notice. In order to 

continue at grid rate for an LTO, while on priority call out, the occasional teacher must accept all assignments 

offered.



Questions?ANYTHING?
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